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Director of Operations 

Summary 

Centro Hispano of Dane County (Centro) is a grassroots agency with a 34-year history of strong programs and 
services for the Latinos of Dane County. Located on Madison’s Southside, Centro has a mission of Empowering 
Youth, Strengthening Families, Engaging the Community.  

As a member of the leadership team, the Director of Operations will ensure that Centro has a motivated, effective 
staff team providing excellent programs in a well-run and welcoming environment.  The Director of Operations 
will work closely with the Executive Director to plan and implement new, expanded and improved programs and 
initiatives and with the Development Director on managing and coordinating communications and reporting with 
major grant funders.  Strong candidates will be highly organized, creative, relational,   and flexible. They will be 
able to manage a diverse set of responsibilities and multiple simultaneous projects, while supporting and 
motivating an effective, independent staff team in a grassroots community setting.   

Compensation:  Commensurate with experience. Includes health insurance, life & short/long term disability 
insurance, and generous vacation and sick leave package. 

RESPONSIBILITIES  

Manage internal operations of Centro 

 Motivate, support and supervise Centro staff team 

 Identify and develop needed training and development opportunities 

 Develop, enhance and implement internal systems that support center operations including 
development/maintenance center-wide master calendar, center-wide procedures manual 

 Manage day to day human resources functions of the center including coordination of staff orientation, 
maintaining personnel files, reporting payroll, and coordinate staff time off 

 Handle day-to-day financial functions including bills and deposits 

Support and supervise Centro programs 

 Work with program coordinators to develop programs which effectively support clients 

 Work with program staff to develop short, medium and long range goals and implement plans for 
program improvement, expansion and evaluation 

 Manage and monitor program budgets and staffing to ensure the most efficient and effective use of 
resources 
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 Coordinate program evaluation (development/improvement of evaluation tools, implementation and 
communication of results, action plans for program improvement) 

 Support  and supervise AmeriCorps program partnerships including representing Centro with 
AmeriCorps partners, recruiting, orienting and supporting AmeriCorps members, overseeing the 
completion of all necessary AmeriCorps reporting, and developing/implementing transition plans for 
AmeriCorps positions from year to year 

Manage and coordinate communications and reporting with major grant funders 

 Coordinate the completion of program reporting to major institutional funders (the City of Madison, 
Dane County and the United Way of Dane County ) 

 Coordinate with the Development Director to ensure the timely completion of requirements and reports 
for grants received 

 

Participate fully as a member of a team. Spanish fluency a plus. Other duties as assigned.   

 

To apply 

Please send your resume and cover letter to Bianca Rodriguez, Administrative Assistant, 
bianca@micentro.org and include Candidate: DIRECTOR OF OPERATIONS in the subject line.  

 

Centro Hispano of Dane County is an AA/EOE Employer. 
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